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o SﬁBJEGT% Cperating Procedure for Vital Materials Program ';' - f}25X1A

B PURPOSE: The purpose of this procgdure is to institute o
o - program for the orderly deposit of all vital materials,
~ guch ag documents, records, and equipment pertinent
to the activitiea of the organizational componcnts
-of OIA, in a repository for safe keeping.

Ll '52;'. DﬁFmITIoNSz

4als - Vital materials are those
o] tems in the possession of CIA which

- BY® eaaential to the agency on a continuing
" basis and which, in the ovent of destruction,
w Wauid coatitute an irreplaceable loss,

S by - An Area Records Officer
“ o i en individual desipgnated by an office head
e 'to act in all matters pertaining to vitel .
ma’berials within hia jurisdiction.

r = The GT_A Vital
Mater ) ‘Chisf, Records Manage-
pent gnd Dis%ribution Branch, éeneral Services
‘ ﬁivisio Administrative Serviceaw Ho is
.»&esi 2ed +0 soordinate the vital materials
program for the entire agency.

B

= The repogitory is a plaoe where

vital ma er'a 8 are being stored for safe keeping.

‘,fﬂnatodia;iis an individual designated to administer
'jthe functions of the Repository. ,

) - An "Office of Origin" is an
‘holding custodial jurisdiction over \
ain vital materials which, pursuant to the
. purpose of this program, ahoui be moved to a
-tpiaoe of safe keeping.

'Ql,; 3 Chnrts 1, 2 and 3, Appondix'ﬁ

y 8 tabulation of the categories of vital

na 8 by office of origin, Adherence to an
organizational and functional 1isting of vital
materials is essential to an overall agency records -
. gontrol program and, also, to préclude unnecessary
duplicat on in reproductlon requiraments.
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he  OBJECTIVES:
: " ay Safe storage of vital materials in original or
- roproduced form in & repository on a btimely baside

b, Maintenance of the quality of Film, 1egibiiity of -
| images and continuity ‘of indices with respect to
reproduced materials, : S

0s Security for the physical transfer of vital oo
' materials to the repository, -

d, The systematic £41ing and storage of vital
metorials to provide for appropriate reference
. coding and essential inventory.purposess.

¢ Tho disposition of those vital materiales which =
" bocome non~record or non-current for reference "

purposess

£, The submission of’periodic‘inﬁentbfy"repdrﬁé‘td“
Offices of Origin by the Custodiam, : -

SR : . " ‘ , ) : .
5, DEPOSIT SYSTEM: The deposit of vital materials in original
| " gtorage, The deposit thereof in reproduced forim,

such as by use of microphotography, will be cohsﬁfue&';3;' f
as en imdiroud mg%héd; Rl

- Reguiremenfs -

(1) Scheduling the flow of vital materials |
to the repository. ' : SR

" (2) Scheduling reprbducﬁion operations,

(5) Completing the physical tranSfef of the
" materials under gocure circumstances;

" bo Depogit Schedule = EffecﬁiveBSJhnc-1951,‘depcsits‘,‘v
. of vital materials will be made in the repository on ..
_ Friday of omch weck, The CIA Vital Materials o
Officor will arrange for transportation, securlity,
. and other essential details. ' :

6. Vigits to Repository - An Area Records Officer
: moking & direct deposit may accompany the CIA
~ Vital Materials Officer to the repository.

-
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~de Weekly Report = Tho CIA Vital Msterials Officer

- will compile Report Form "Wital Materialas

 Placed in Repository" for rendition each week
to the Chief, Administrative Services., This
report will veflact in.a compogite manncr the
deposit activity for each 0fflce of Origin on a
-oumilative . basis. An office having no vital
materials for deposit within a single week will
advige the CIA Vital Materials Officer before
Friday of emch woek,

"

6 EUNCTIONSY

The bperating eléments will perform the following
" functions, respectively: -

t

‘8, Area Records Officer =~ The Officer will:

(1)

(2)

(3)
)

(5)

_Kii

(8)

- oates, and rsports either as prescr

fclect, prepare, and identify vital
materials as anthorized for transfer
directly from the office of origin to the

~ repository,

Select, prepare, and identify vital materials
pursuant to predetermined schedules for
transfer indireotly from the office of origin
«through the CIA Vital Materials Officer to
the repository,

Prepare and initiate CIA Form Né.
¥Transfer Slip", as appropriate,

Hold vital materials to be transferred in
puspense file pending date of sgcheduled
deposit, o C A

Accompany CIA Vital Materials Officer to
the repository on dates of scheduled

".. deposite, as appropriasts, to make physical
" deposits of vital materials,

©

tory that have occurred since the previoua

Ering to the attention of the Asgsistant
Director or Chief any changes in tho invenw

quartorly report,
Consult with the CIA Vital Matorials Officer

on g continuing basis on matters pertaining

to vital materials under his jurisdiction,

Initiate, exeoute and process formsi cortifi~

bed
herein or ag requosted by tho CIA Vital

Materials Officer,
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b, CIA Vital Materiale Officer = The Officer will
" advise and assist Area Records Officers on o

continuing basis on matters pertaining to vital
materials and will coordinate the Vital Materi-
als Program on an operating basis by preparing
and furnishing sohedules, and completing
arrvangementa for the physical transfer of
vital materials directly or indirectly from
Offices of Origin to tho Repositorys also, by:

(1) Verifying the schedules to insure that offices
are forwarding vital materials on a continu=
ing basis,

(2) Duplicating vital materials where original
¢oples cammot be deposited, and establishing
schedules thercfor,

(3) Inspecting quality of duplicating processes
uged for vital materials,

(4) .Completing CIA Form No, "Transfor Slip",
ag appropriate, )

(5) Making scheduled visite to the Ropository
for the deposit of wvital mqteriala.

(6) Maintaining econtrol file of receipts for
duplicated vital materials signed by the
Custodian upon deposit in the Repository,.

(7) Procuring of personnel and equipment -
essential to implement the vital materials
program with respect to indirect deposits,

Ce Cusgodigg = The Custodian Will:

" (1) Receive, verify and receipt for vital
materials deposited through the CIA Vital
- Materials Officer,

(2) Complete CIA Form No, ;___ "Transfer SlipM,
ag appropriate,

(3) ‘Establigh and maintain an appropriato
reference system that will provide broad
codification to faoilibate accegs to vital
materials,

(4) Preparec and furnish periodic inventory
reporta to the several Offices of Origin,

(5) Complete destruction or return of vital
materials to Offices of Oﬁ &00 0 ng directed,

Approved For Release 2004@8/30 CIA-RDP74-00005 0010031-9
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%, CONTROL OF VITAL MATERIALS «- The following procedure is prescribed
: for the control of Vital Material:

8,

b,

Trangfer 81ip ~ CIA Form No, #Transfer S1ip" (See
Appendix B) has been deviged as a basic means of
establighing administrative control over vital materials
flowing to the repository by both direct and indirect
methods of depogit, Thisg is a four-part manifold form
which provides for the recording of specific control
data by each of the three operating elements,
respectively, as follows:

(1) The Area Records Officer —- The Officer will
initiate the form, recording in the.spaces provided
esgentilal identifying data such as office of origin,
date; deposit number, description of material,
date and number of pages, and also the deposit

* method, retention period and repladement data,

(2) ¥ital Materiald Officer - The Officer will
obmplete the dpaces provided for reproduction
Bata such as reel number, frame number, date and

- also, record the transfer date and any special
instructions,

" (3) The Custodian ~- The Custodian will complete the

apaces provided for the storage numbers i, e.
cabinet and drawer and, subsequently, the dispo-
sltion dates for either the destruction or return
of the vital materials to the Qffice of Origin,

Depogit Numbersg —- Each Area Records Officer will main-
tain a geparate series of deposit numbers in numberical
gequence,

Distribution of Copieg == Each copy of the form reflscts
the required distribution and, thus, is self-explanatory.

- Bach Area Records Officer will maintain a control file

of coples Numbered 1 and 3, Copy Number 1 will be
placed in the control file before the vital materials
are moved to the repository. Copy Number 2 will be
fastened securely to the material and remain therewith
vhile in storages Copies Numbered 3 and 4 will be
taken to the repository by the Area Records Officer

~where the Custodian, after executing the receipt

(Copy Number 3), for indirect deposits, will place

copy Number 4 in his control file, The foregoing will
apply to both direct and indirect methods of deposit
except that in the case of indirect deposits, the Area
Records Officer will not separate the copies of the form
for digtribution until after reproduction operationg
have been cdmpleted, '

Approved For Release 200 - CIA-RDP74-00005R000100010031-9
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EmeRET

Receipt -~ The Custodian will execute the recelpts
for indirect deposits. However, as he will have no
knowledge of the contents of direct deposite he will
not be required to receipt therefor nor compile
roports of poesession thereon,

8, IDENTIFICATION OF VITAL MATERIALS -~ The identificaticn of vital
materials is prescribed as follows:

8,

b,

Ce

Title pagg - All materials recommendpd for storage as
vital will reflect the Office of QOrigin, the long and
short title and serial number whic . )1l copform with
the file series established for ea:’ uffice reepectively,
as provided in Appendix B, The wor ‘tvitalf will appear
on the outside cover of all materiais, Wheye the
material concerns a document, as such, the data prew
scribed above will appear on the title page |inside
front cover), end each succeeding velume of & multi-
volume dooument will bear a separays gjort title,

Where the materials entail records only, the subject
mattor of each group in the records series will be
gubstituted for the "title" as appropriate, Where

the material comprises equipment, the name, make

and model number will suffice forthe "title",

Qorregpondence and Reportg -- All references to vital
materials in possession, inventory or transfer, such

ag reports, reports of desdruction, or correspondence
will be by serial number, date and short title only,

In using a short title every symbol of the short title
will be included, Any correspondence on paper which
refers to vital materials by titles other than the

ghort titles will be assigned a minimum gecurity classi-
Pichtion of SECRET, i, e., if the reference discloses
that the material is vital,

Revigion of Vital Materials -= A revised edition of
existing vital materials may be assigned a new short

title but, where this is undesirable, the old short
title followed by & symbol which will differentiate

~ the revised edition from the old is permissible,

Reproduction ==~ Reproduction of vital materials in
whole or. part is forbidden except by specific author-
ization of the office of origin, When authorized, a
reproduction will show the reproducing offlce, '
authority for such reproduction, and the number of
copieg reproduced, In addition the 0ffice of Origin
will be notified, -

:'-'-_-6-
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¢4 Iransfer of Vital Materials =~ When vital mterials
are transferred from one Office of Origin to another,.
or the organization's designation changes, a certifi-
cate of transfer will be made in triplicate by the
agsignee or the successor organization, The certifi-
cate will be pignod by the Area Records Officer
transferring the material, The original and one copy
will be forwarded to the CIA Vital Materials Officer
who in turn will forward both copies to the Custodianm
of the Repository for receipt and acknowledgement,
A copy of the certificate of tranafer will be retained
by each offlce concerned,

£+ Destruction of Vital Materials ~-- Normally, the Office
. of Origin will designate when vital materials are to
be removed from the Repogitory and destroyed, The
Custodian will be wesponsible for the disposition of
vital materials which are to be destroyed at the
-Ropository, In this responsibility, he will adhere
« to CIA Security Regulations covering the destruction
of classified materisl, A copy of the certificate
o © . of deagtruction will be forwarded to the Office of
4 Origin end to the CIA Vital Materials Officer for
record,

9. INVENTORY OF VITAL MATERIALS --

‘8s The Cugtodian will maintain a magter inventory of all
vital material by Office of Origin and will make, or
have made, each quarter of every year, an accurate
return thereof to each office concerned, respectively,

b. In making the quarterly report of possession the
following details will be obaerved: .

(1) Each item will be physically inspected and itse
perlal depogit number checked with the 1nventory.

(2) The Gustodian of the Rep091tory'will take the
- inventory and will sign theo report,

cs A quarterly report of possession will not be required-
' fors .

(1) Vital Materiale which have been received,
subsequently destroyed, and a destruction roport
~ rendered thereon within a single quarterly period,

(2) Materials which have boen placed in the Repository
for historical purposes only, with the express
"~ approval of the Cuatodian.

- (3) gaterials which have been received by direoct
eposit
Approved For Release 2% CIA- RDP74 00005R000100010031 -9
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10, SECURITY ~- Classified vital materials will be transmitted in

.a‘.

b,

-accordance with paragraph 29 of CIA Security
Regulationsg,

igsion \) orialg ~= The transmission
of vital materiala will bg effected by direct contact
wherever practicable, Responsible officers of the
three operating elements will provide security of
transmission from one to another, Vital materials
enroute to the Repository will be protected by ati
armed courier, &8 necessarye

Storage of Vital Materialg ~- Vital materials will -

‘be gtored in three way combination safes when in

poesession of any of the three operating elements i. e,
where not in transit or other process. Safes containe
ing vital materials will be kept locked with full
combinations whenever they are not under the direct
supervigion of the officials intrusted with the
combinations, respectively,

(1) Cryptographic Documents =~ Cryptographic docu-
ments, "so far as practicable, cipher tables,
alphabets and keys will not be kept in the same
safe ap classified code books, documents and
devices to which they apply.

Aecess to §a§e§ -~ In addition to the Custodian the
only officials authorized to have access to the
vaults and to have the combinations; keys and accass

to the safes housing vital materials at the
Reposlitory. are designated as follows:

élg The CIA Vital Materials Officer
2) The Area Records Officer of Interest

|

NOTE: . Appendix A ig in course of preparation and will be
published upon icompletion,

i

3-8-'
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13.

14.

-
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"CHECK LIST" FOR REVIEWING VITAL MATERIALS

Approved For Release 200179875t

Are all materials considered Vital to your Office on deposit?

Are the VITAL MATERIALS current?

Has obsolete material been withdrawn?

Could the Vital Materials on deposit be put into two groups?

a. Those materials needed for immediate use.

b, Those materials that would not be needed for immediate use but
would be used to reconstitute the Agency?

In the event it is necessary to evacuate from present relocation what
records would be considered indispensable and would require moving?
Consider available, to accomplish this move, only personnel and
vehicles assigned to your office at relocation.

Are the punched card deposits presently on file in repository arranged in
the most readily available form to provide the required listings?

Are there on file in repository current punch card machine operating
procedures and boards wired for ready use?__

Is it feasible to replace certain present punched card deposits with
listings?

Are there listings that should be replaced with punched cards to provide
more flexibility?

Do the reels of microfilm include adequate indexing?

How many frames of microfilm would require prints in the initial emer-
gency period?

How many frames of microfilm would require prints for reconstruction?

Arethe current Vital Materials deposit schedules complete?

Are you depositing any of the following:

a. Official Personnel Records?

b. Official Fiscal, Finance and Budget Records?
C. Official Security Records?

d. Official Training Records?

€. Official Medical Records?

It is not necessary for you to deposit the above as they are placed in

the Repository by the respective office creating the document.
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